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GUILE TO COMIVOTIEG THH ID/P
ASHIN ST5ATIVE REPOLTS MAKAGKZNT SURVEY

#. 4311 components of the DL/? complex shell participste in the

b.

progran on & decentralised beeis. Thet ie, esch H4sff or
wivision is respeasible for satedlishing veansgures tc contrel
and improve ruporting within 1ts mares. Technicsl auiﬁtme
234 overnll direction will b» nrovided by the E8A,

¥ith the excentian of Shose reports and documents listaed in
Astapgiment A, this sarvey aisll include =11 recurring intra.
e or intre-livision adninistrative or manngsment reserts,
&as thops reporis which a Hiaff or Tdvlsien stther rogquires
from, or preparsa Loy

{1} 9ther hesdouarters compenants.
(2} &4ay continentsl 5r overseas Tis1d eetadlishment.

(3) Asny organisation, Federsl) or mrivete, ontside ths
bgmncy .

By

LD

Q’Q

4.

Sapart ~ An secount or atatezent of information in written
aarretive, tabulsr, punch card, or graphic form, irens-
uitted from one orgeniasntiencl element to snether in response
t2 an expressed or ssewned need for information,

SLnanianrative or ansg hemart ~ A repord tlmt provides
for adninistrative or mggsm contrsl owver sn activity

or aperciion, &s diatim&sﬁaﬁ from an everstioanl or
1atelligence report.

gaert ~ ¥ithor o periodic report which conveys
nwntmny thc saus typs of informatlon at presoribed
intervels (daily, weekly, =mscathly, etc.) or = aitustion
report which is prepared cn esch opcurrence sf aa svent of
sartain prescribed charnoteristics.

. i pcoing fanactl - & report which a
aaammnt rnqnim fm sue w nore other alemants., %he
report is sa incoming report to the office which requires it.
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LDJF DHPERMAL UBK OHEX

CUIE® 0 CONDUCTING THE XD/P
ALHIBISTHATIVE RRPOMES HAAORERE EURVEY

pf tilk T ,,\.2‘ e Wy ?i‘ LD ‘ 2t ek - a !“&}i’m‘% ﬁi@h & ﬁm}'}m@ﬁg
prenerss £t the reguest of snother slesent. rne repsrt ia sn

sutgoing report from the affice which prepares 1t.

Hoxt

The 584 is responsible for:
(1) Directing the overall /P hsperts Gomtral Progran.

(2] Heviewing racoumendations of Staff and Division Chiefs
end, baged on decisions of the LL/® Administrative
Laports heview Panel, sabnitiing thess reconneniations
1o the atstention of appropriste afficials,

(1) berving as Chairmen of the IL/F Admiatstrative Heperis
lieview Papsl.

Bech Mvigion or Staff Uhlef is rogponsidle for!

(1) #asuring that the murvey 1= condacted within w1l
eomponents usder his euthority.

(2} Designeting an official $o serve as Administrative
eperts Hanegemest Officer for his Tvislon er Staff,
The anme of this official will be furnished the HIA.

{3} Reviewing end scting upon recenmendations subnitted by
hig Administrative Reports Hancgement Tfflcer.

Esch Administrotive Reports Hammgement Officer ls ragpensible
fort

(1) Providing euidance and interpretsiions duriag the survey.
{2} Serving as uollsetica agent for survey materisl.

(3] BReviewiang findings aal recommenimiiens resulfing from
the survey, sad condneting such additiomel studiaen o
dosned necespary.

(4) Submitting reconmendetiess to his Staff or Hivisios Lnief
7or improving reportiag practiges.

{5} Serving me & votiag member of the UGIF kdmlaietretive
Laperts Heview “anmel,

Led
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GUILR %0 COHIUCTLING THE LD/P
ASHITHISTIARIVE REPOLPE MARAGEHENT SURYEY

-~ The following sction shall be tsken on esch

existisg requiresent for either a required or prepared repori:

(1)

{z)

Complete an original and one copy of Ferm No. 521, Report
Survey (Attachment 3},

To the original of each murvey form atteoh ons copy of
ssch directive having & bearing oa the report, a speci-
won copy of the report, asi sany other descriptive metert-
#l. 1t will a0t De necessary to furnish coplas of
directives lssued as Agenay or DU/P reguletory material,

Zhe Aporaies]

(v

(2)

(3}

Persoanel shall eppraise each reporting requirssent
simlteneounly with taking the izventery. The need
for required rsports will be fully Justified. Trepared
roports shall be exanined with » wiew to improving
offices ways to reduce and aimulify vrepert content sad

frequency. :

Those iatra divicien or staff administrative roporte
wvhich sre roviewsé snd upproved abwll be identified

with a reports cemtrol aymbol. This sywbol 1z cosposed

of the orgamizationsl symbol of the orgmnisation which
requires the report, the addreviatios “rep” for"report”
zad the mwerical desigastion of the reporting require-
meat. Adeinistrativs reporting reguiresmsats aporoved Ly
the division and etaff shiefs and station snd bage chisfs
shell Yenr the respective component dosignation e.g.,

WO FiB - kep. 1, Mwmerieel designations sre sseigned in
sonsecutive ordsr as the requirements are mpproved by the
appropriste eduinistrative suthority. Feeder raporte are
iscluded 1a those reports to be reviewed durisy this study.
In the eveat the raport is » fesder report for & basle
prepared reuort the reports control syabol will Be thet of
the basic resort with so sdditional lettered designntion,

Forwm Ho. 521, Feport Survey, contalns guestions whiek
ostablish eriterie for aporelsing reports. Zdditiomal
#nd more detailed guidsnce may he found in the pamphlet

-3 -
DifP IHPERAAL USK OHLY

Approved For Release 2005/11/21 : CIA-RDP70-00211R000700120014-5




Cw

d.

L

Approved For Release 2005/11/21 : CIA-RDP70-00211R000700120014-5
LifP IHEREAL UEE MY

GULLE 70 COMILCTING THa 1L/P
ALHIRIGTRARIVE RNPORDH MANAUBSES HURVEY

“Anslysing Bequirenmgnts for Administrative or Vamegerent
Neportea” which may ba ohteined from the S5/4-0/8,

el 2 mrial -~ Completed Zeport Survey forze
teg&thcr wit}z m&mﬁiw mtarial and recoamendntiong shall e
forwarded through aduinistrative chranels scoording %¢ the
Tollowliog sohedule’

(1) Survey materisl and rectmmenintions eon sll the reporta
invensoried in & conponant aherll be subnitted o the
respuctive Heporte Hamngenent UfTficer by -

{2} Survey material snd regsoumendations cn those reports
that are eitber raguired Trox or prepared Tor compononts
vutside an Office or Staff shell bs forwnrded to the
B8/a, ATREMTICH: by —

(1} 411 mmterial cellected Auring the survey shall be raviewsd
by teff or Vivislon Adsinistrstive Zenorts Hansgenent
Hflcers %o detersine whethar recosnendstione can be
iezedistely applied or whether Turtber study is necessary.,
iscomzendetions on iatra-3taff or intre-Division reports
shall be ncted upon Ty the Stef? or Division Chief with &
post review of the sutherlgation for contimstion »arforved
Yy SSfALLD[B.

{2} Zecomnendstions on &ll ether revorts shall be subnitted to
the 38/A.L3[8 fer review aad sppropriste action by the
W& fP Penorts ‘eview Fenel. :

{3} (nesiions conceraing D/E revorts may be directsd to the
S8/A for extermml lisisen coerdinstion.

Effaaeiu mm&iﬁtﬁy, any %ﬁ’mi ar&gimiaﬁ, h;r n ULJP
compenent %o sstablish a aew aduinistrative reporting reguire-
Beat, or Lo revise 2a existing one shsll be sulmitted through
the recpective Adminisirative leporte i’-‘eigmgmaﬁt Ufficer to the
Idvigion or &taff Chief for mporovel. Yors Ho. 142, Bequest
for Approval of z How or Levised Seportiasg Regquiromesnt (Attach~
ment ¢} shall be used. A gopy of emsh request spproved for &
reserting requlrseest impoesed spon 2 compoment outside n Iivi-
gion or 5taff shall e went $o the 55/A-IR/SE,

- e
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GUILE 70 CORANPIAG THE 1D/fp
BIBIRIFTCATIVE LEPORTS WMABAGEARTT SUMVEY

Attnohnentat

i,

B,

g,

Pypes of Aduinistrstive opr
Hapagement Feports and Docuwents
Exempted From the Survey

Forn Ho. 521, Eeport Survey
Forn Ho, 142, Feguest for
Approval of & Hew or Bevised
Lieporting Fequiresent

FPamphlet---“in Iatroduction to Reverts
Hapmgenont”
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